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The CIA FILING MANUAL has been developed i»o provide a uniform 
filing system for materials ocher than intelligence. The Manual 
is to be used, in all Offices of Record, but may be; used for unofficial 
or "office" files also. Records f ildd under previous systems will 
not be reclassified unless it is necessary to Incorporate material 
which was filed previously with current files. 


1. DEFINITIONS - 

a. OFFICES OF RECORD - Offices of Record ate; files of "record 
copies" of documentswhich are designated as such bj the CIA Records 
Administrator. The need to establish an Office of; Record is deter- 
mined with the advice of the activity to be served, considering the 
economy and efficiency of filing service. 
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b, RECORD COPIES - 

(1) The legal definition of the word "itcords" is broad, 
including "Books, papers, maps, photographs, or other documentary 
materials regardless of physical form or character! sties, made or 
received by any agency, and preserved . . . because of the value of 
the data included therein." Excluded from the definition are extra 
codes of documents of which record codes are retailed on file. 


(2) Documents ori&l natln 


CIA Administrative Instruction T 

copy of each letter or memorandum is 
record copy for filing in the Office 
office. This Instruction applies to 
of CIA as well as between CIA and outside agencies', 


within CIA - In accordance with 
a buff-caXoref. (or yellow) tissue 
made to be km wn as the official 
of Record sexidee the preparing 
memoranda written between offices 


( 3 ) Documents originating outside of CIA - An copies of a 
document filed in more than one manner or in more Ithan one place are 
"records" if so filed for purposes of record. Uturlly only the orig- 
inal or "action copy" of documents originating outside of CIA ere 
"records" according to this interpretation. 


c. ITONR iCORD MATERIAL - "Extra codes" of dobuments of which 
one or more record codes art retained on file are not "records" if 
oreserved only for convenience of reference, Nor record materials 
include library and museum mrterial , stocks of publications, extra 
coulee of printed or processed material, rough notes and other working 
papers not intended to be kent even briefly for record purposes. 
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2. FlLI" r i MANUAL i EKV'-TR' 1 . ‘T 

Tho Fillup y*raal is arranged orj i l) is)g symbols with ac 
alphabetic Index Ucludud. 1 to cU ?ii fixation?-. follow functional 
or activity line* lather than tic Civ trfanirational structure, 

In Rome caws these two coincide. Unjirj clensificsationa sure; 

OOC 3cei?r%l I 

100 Administration and '4 armament 

2C0 TUum*. I 

300 PWHomel 

MOO Security 

500 Sunpiy, %ace ansi Ssj vices 
oOC Lawn awl legal ktttefs 
700 Procurement and (Jolltetion of Informition 
and Intelligence 

S00 Processing and Lxtliation of Information 
and Intelligence 

903 DiRcerdnatlon Intelligence 

The ooding syeuem is not necesstril^ limited to a three-digit 
code. It may be expended if neceseajy, by use of major classifi- 
cations coded with number 3 beginning with 1000. The system dees 
not employ decimals. Ceding of subcl edifications follows 
this pattern: 


500 
510 

511 
51? 

512 A 
512 A 
51? A 

etc:. 


Soace 


Snpply, 

Supplies 


Services 


and 

and Shipment 
Procurem-ant 
Shipments; ’deliveries, 
Schedules; delays. 


receiots 

expeditin'' 


Codes ending in two Reroe, o.g. 200 * 330, any also be divided: 


300 

301 
301 A 

ate. 


3. HOI' TO USE THE FILIEO MANUAL • 

The Filing Manual is to be ured as a guide, an outline of 
subjects which may too ear too detailed for soma files, but not 
detailed enough for others. If it is desired, the using office 
may prepare an abridged manual for eroxy-tay needs, keepiry* tho 
complete mrmsl for reference. 
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Use of the Filing Manual is governed by a few simple rules: 

„ a * symbol chosen from the Manual for the 

major subject of a document should be written on the face of 
the document in the upper right band corner. 

b Croso- index symbols for secondary subjects should 
he wltten irarned lately below the filing nark. 

^ S f nbt51 ® general classifications rather than more 
tn +hp ones should be used if the volume of documents relating 
to -he subject is small. For instance, the .general classifi- * 
cations regarding Personnel will be — - - 
or Division files. 


sufficient for many Branch 


d. Classifications may often be subdivided bv names 0 f 

or nSrfS “?“«** &FZZ 

fili^ S^bol!^ b OTitten in Dartntheses as a oart of the 

i 

u , U° c cm3nts coded with a particular filing svmbol 

be divided by dates if the volume becomes large. Such 
division will assist searches for documents in active files 

k x**-* ln re,m7 ^ ‘ mcut6 


hA JL . Rc ^ a ^ A f ° r changes to th4 Fili ng Monual £ 
be made to the CIA Records Administrator, 


sjiould 
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